
FOR AGENCY USE 

wplicatim Dare 

April 21,  1986 
~ 

@plication Number 

1. Agency Address 
DOAS - Fiscal Division FOR RECORDS MNAGEMENT USE 

Application Number 
Treasury Section 
1516 West Twin Tower 
Atlanta, Georgia 30334 Date Received Date completed 

",, -,,a 

Indudedare: The original cancelled checks which were payments for claims and must be 
maintained for 10 year statute of limitations 

I P  1981 resent 

File isarranged: Numerically by check number 

. Monthly Referena Rate 

One to six months oid 

How often are records referred to which are: 
e_. often ; Seven to twelve months old often ; Thirteen to twenty-four months old .W-WSiOnal: 

Workers' Compensation 6 Risk Management Cancelled Checks 
2 

;___ 

twenty-five months and older o c o d a l l y  
1, . Annual Rate of Accumulation of Records - 1  .: 

Check Files. d awers 
Letter-size drawers ; Legal-size drawers ;Shelves s l h e d ~ i f Y /  f; 



X I xx 

1. Retei 

a. Is this the official mpy of the series? 
If  not. where i s  it? 

b. Does the series mntain confidential information requiring security handling? If yes, cite law or regulation. xx 
c. I s  this a vital remrd? 
d. Does th is  series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, muld these 

documents be scheduled semratelv? 
f. Is the information mntained in this series ever ouhlished? If  yes. attach mDv. 
g. Is the information mntained in th i s  series ever analyzed andlor remrded in a summarized report? 

If  ves. attach mw. 
h. Is there a duplication of this wries in your office, or in another office or agency? 

i. 
If v e i  where? 
Is this series lord maiw D ortion of it) reau -microfilmed? 

I I.  Doesthe record series result in a m m o m o u t  ? 

:ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation A y e a r s .  e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or e x e r t  of laws or regulations. Explain administrative need. 
Claimants have a 10 year statute of limitation against the Risk Management unit. 

2. Approved Disposition Instructions This agenw recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; 19 Fiscal Year; 0 Other then, 

El Hold in the current files area 
-7 Transfer to local holding area; hold - yeark); then 
XI Transfer to State Recvrds Center; hold R y e a r ( s 1 ;  then 
XI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

month(s) 7 year(s1: then 

These instructions apply to % I  prior and future accumulations of the series 


